«|i Client Services Search | Program:| MTAHPRP| Client Name:| Jeremy Cactus 2045295

& | Active Program FirstName LastName Identifier Staff
fves  [uTanpre - | §J =

Search Sets j .

Customer Listing {8 of 55}
Active 7| Program | ProgramDat 7| DateOfBirt | FirstMame 7| Lasthame W | ApplicationlD ¥
Yes |MTAHPRP |01182010  |01/01/1926 7360805

Yes | MTAHFRP | 04/02/72009 01/01/1301 Buzz Aldrin 6123472
Yes | MTAHPRP | 07/71472008 01/18/1340 Armstrong 6110962
Yes | MTAHFPRP i 6372914
Yes | MTAHFRP 02/04/1301 6372315
Yes | MTAHFRP 111141977 6362334
Yes | MTAHFRP 04111974 6372747

It's important to remember

that every client that you have

enrolled in a program has 2
records: one in Central Intake

MTAHPRP 03/06/1979 RR2, 2 7620130 2074727 | (demographic data), and one in
MTAHFRP 02/02/2000 Case 2074751 7620181 2074751 Client Services (programmatic

MTAHPRP 01/22/1850 Castle 2087755 7994059 2087755
MTAHPRP 02/22/1850 Castle 2087757 7994060 2087757
MTAHPRF 08/08/2000 Client12 2058409 7031132 2053409
MTAHPRP 09/09/1950 Client12 2059402 7031131 2059408 lete the Central Intake record.
MTAHPRP 07/13/2001 i Coyote 2049854 E5RE2ES 2043854 Client records in Central Intake

data). In most cases, it’s not

necessary (or desirable) to de-

appear on very few reports,
and deleting these records means that someone in your agency may need to reenter this data at a later date if the client becomes eligible
for one of your programs.

If you determine that you need to delete Client Services records, it’s important that you provide to Commerce staff the Client ID (or the
Identifier, if you assigned one to your client—see article below) as well as the Application ID. The Application ID is the unique number as-
signed to a client’s program record, and can be found in the grid on the Client Services Search page. Providing Commerce with these iden-
tifying numbers enables us to delete the correct record for the correct client. Remember that because of State law concerning confiden-
tiality, you may not use a client’s name or initials in an email when requesting that records be deleted.

DV, Sexual Assault, Other Clients Need
Agency Unique ldentifier

1=t Language I j
. "~

ing, or have clients that refuse consent to enter identifying data into HMIS, you |dentifier : RGB236

must use the Identifier (aka Agency Unique Identifier) field in place of first name, Race [Choose As Many As Apply]

last name, and date of birth. This field appears on both the HoH Intake page and ||— White I— T I— Black/Afr A
the Household Statistics page. An Identifier is a code (it can be alphabetic, nu-

If you serve victims of domestic violence, sexual assault, dating violence or stalk-

meric, or alphanumeric) that your agency devises that is unique to a particular
client. The code may not contain any identifying information. It is this code that

allows you to know which record in the database is the client’s record when no Date Add: 11

name has been entered.

Continued on Page 2
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£ {:"3 Address “E aesJiservicesientry The HMIS will display the active client record name and Identifier at the
top of each page in the system. If you have a client for whom you entered
AEIrE I Client Name: | RGB236 no name, the only way to know whose record you’re modifying is by look-

Search ing at the Identifier. The identifiers you create should be kept as part of a

| Clear list or part of the client hardcopy file so you can always know the identi-

| H fier for a client that has no name in the HMIS. For more detail regarding

this topic, please see the Data Collection Directive sent to all Dept. of
Commerce grantees on April 13, 2010.

Entry Dates, Exit Dates, and Dates of Service

There has been some confusion about when a client should be entered into the HMIS and what date should be given as the Program Entry
date. After you determine that a client is eligible for HPRP, you must enroll the client in the program in HMIS and give a Program Entry
Date that is the same date as the intake assessment. You can record this initial service with your client in the HMIS as either ‘Outreach and
Engagement’ or as ‘Case Management’.

To record one-time rental or utility arrears in the HMIS, both the Start-Date and End-Date should be the date the financial assistance is ap-
proved by your agency.

To record current or first month rent or utility payments in the HMIS, the Start Date should correspond to the first day of the month for
which the assistance applies. The End Date should correspond to the last day of the last month for which the assistance applies. Clients
should be exited from the program when there is a break in services.

For more detail on these dates see The Dataset newsletter dated December 3, 2009 on the Commerce website at www.commerce.wa.gov/
hprp

Housing Status Response Should Agree With Prior Residence Answer

At the request of the Department of Commerce, our HMIS vendor recently relabeled a field on the Program Entry page so it was less con-
fusing to system users. Formerly labeled “Prior Living Situation”, it is now labeled “Residence Prior to Program Entry”. This field is intended
to capture your client’s housing circumstances at the time they come to your agency for services. The answer to this question should reflect
where the client stayed the previous night.

This response is directly related to the answer you choose for the first program entry question ‘Housing Status’. For example, if you an-
swered “Literally Homeless” to the Housing Status, your choice for the Prior Residence question needs to be one of the responses that HUD
defines as ‘Literally Homeless’, such as ‘Emergency Shelter’, ‘Place Not Meant for Habitation’, Jail, Prison, or Juvenile Detention Facility’,
etc. For more detail on these HUD definitions, see the January 11, 2010 edition of The Dataset on the Department of Commerce website.

www.com merce.wa.gov/h prp
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Technical Assistance Team:

Nick Mondau 360.725.3028 nick.mondau@commerce.wa.gov

Jeff Spring 360.725.2991 jeff.spring@commerce.wa.gov

Department of Commerce
Cat Douglas  360.725.2944 cat.douglas@commerce.wa.gov
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